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PLEASE NOTE:  This document has been updated to 
reflect the Seattle department name change from DPD 
to SDCI.  Although the text in the document reflects 
the change, the screenshots still contain the DPD 
reference. 

SDCI Project Portal:  
Scheduling Your Application Intake 

About Electronic Intake 

If you’re submitting your permit application electronically, you don’t need to come to SDCI for an in-

person intake appointment. However, you do need to choose a day for your intake so we have staff 

scheduled to screen and process your application. If you submit all your application materials before your 

scheduled intake day, your application may be screened and processed earlier. 

Your application, including plans, must be submitted by 7:00 a.m. on the day of your scheduled intake. 

What If I Have a Subject-to-Field Inspection Permit? 

If you have a project that you believe qualifies for a subject-to-field inspection (STFI) permit, we do not 

require a scheduled intake day. STFI permits are issued for simple construction projects, such as roof 

repair, that don’t require extensive plan review. To submit an STFI, see the instructions in Submitting 

Your Permit Application and Plans. 

See Tip 316 to determine if your project qualifies as an STFI. For mechanical projects, please see the 

Mechanical STFI checklist on our Building Permit Forms page. 

Prerequisites for Your Intake Appointment 

1. A complete, processed preliminary application. If you haven’t done complete the preliminary 

application, please see Starting a New Project before continuing. 

2. A completed pre-application site visit (PASV), if required for your project. A PASV is required for all 

new construction projects and most land use projects; it’s required for other projects if they involve 

ground disturbance over a certain amount. If a PASV has been performed on the site within the last 

two years, it may be waived for your project. 

3. A preliminary assessment of project requirements by SDCI and Seattle City Light, Department of 

Transportation, and Public Utilities. This assessment is required for all new construction projects and 

most land use projects. When it’s complete (usually within 10 business days after your preliminary 

application is processed), you’ll receive a report detailing requirements from the preliminary 

assessment. 

4. Environmentally critical area (ECA) or shoreline exemptions, if you’ve applied for them. 

http://www.seattle.gov/dpd/AppDocs/EPlan/DPDPortalSubmitPermitApplication.pdf
http://www.seattle.gov/dpd/AppDocs/EPlan/DPDPortalSubmitPermitApplication.pdf
http://web1.seattle.gov/DPD/CAMs/CamList.aspx?cs=300
http://www.seattle.gov/dpd/Publications/Forms/Building_Permit/default.asp
http://www.seattle.gov/dpd/AppDocs/EPlan/DPDPortalStartProject.pdf
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If Seattle Department of Transportation requires a street improvement plan (SIP) for your project, it must 

be approved by your scheduled intake date. Approval is not required to submit your application. The 

preliminary assessment report contains details about SIP requirements. 

Choosing an Intake Day 

You can only schedule intake for projects on which you are the primary applicant. Call the Applicant 

Services Center (ASC) at 206-684-8850 for information about how to change the primary applicant on a 

project. 

Follow these steps if you want to schedule your intake appointment but are not yet ready to submit your 

plans and other application materials. If you’re ready to submit your application, you can schedule intake 

as part of this process. See in Submitting Your Permit Application and Plans for step-by-step 

instructions. 

1. Click Schedule an intake appointment in the Complete your permit application section of the 

Portal. 

 
2. Type your project number and click Find. 

 
  

http://www.seattle.gov/dpd/AppDocs/EPlan/DPDPortalSubmitPermitApplication.pdf
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3. If you are submitting a project that involves more than two buildings, select the check box. The list of 

available times refreshes to show appointments designated for these types of projects. 

 
4. Select your intake day and click Schedule Intake. 
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A confirmation of your intake appointment appears. 

 

You cannot change your intake day online after it’s scheduled. If you need to cancel or reschedule, 

call the ASC at 206-684-8850. 


